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Geors,.d Department of Eucation 
Office of Administrative Services 

Twin Towers L , s t  
Atlanta, Georgia 30334 

Werner Rosers H. F. Johnson, Jr.  
State Superintendent of Schools June 24, 1986 Assdate State Superintendent 

M E M O R A N D U M  
4 

TO : Arvil Ensley 
Budget and Accounting Officer 
Board of Postsecondary Vocational Education 

Records Management Officer 
Department of Education 

FROM: Vickie Oake $Y. 

SUBJECT: 

Effective July 1, 1986, Records Retention Schedules which have been 
established for Record Series T i t l e s  re la t ing  t o  Postsecondary Vocational 
Education are being transferred from the Department of Education t o  the 
Board of Postsecondary Vocational Education. Attached are copies of the 
schedules as listed below by Schedule Number: 

Transfer of Records Retention Schedules from the Department of 
Education to  the Board of Postsecondary Vocational Education 

76-191 81-109 81-181 
76-192 81-110 81-182 
81-7 81-176 81-183 
81-8 81-177 81-185 
81-51 81-178 81-192 
81-71 
81- 108 

81-179A 81-226 - 
81- 180A 

Amendments will need to  be prepared by your agency t o  change the agency 
name, addresses, contact persons and t o  make any other necessary changes. 
These amendments should be sent t o  Mary Hall, Governmental Records Section, 
State  Archives, for  approva l .  

Also enclosed are f i l e  copies of Records Transmittal Forms and Notices of 
Records Destruction Forms applicable to  Postsecondary Vocational Education 
Records. I am enclosing copies of several publications dealing w i t h  
Records Management which will provide helpful information concerning Records 
Management Procedures. 

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and  Fiscal Files Supplement" 
3. 82-RM-4 - "Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 



APPLICATION FOR RECORDS RETENTION SCHEDULE 
I 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR 

RECORDS MANAGEMENT DIVISION 

- 
1. Rqoqrd Series Dasqiptio?, . This f i le con@lqs the following documents (include form numbersand_titles, if any): ,- 

Attach sarhples of $he,file. ._ 
DocuGnts relating To: &cumenting' s p e c i f i c  agrckedts betwekn the  state" B&$d of Education and 

l o c a l  educat ion agencies  (LEA s) f o r  the-purpose  of e s t a b l i s h i n g  a 
postsecondary area-vocational technica l  school by t h e  LEA and the  disbur:  

Included are: of c a p i t a l  ou t l ay  funds t o  t h e  LEA f run  t h e  Department of Education. 
\Signed copies  of Agreements and related correspondence. 

-~ .. Dates of Series 
iarliest Latest 

1959 Present  

File i s  arranged: Alphabet ica l ly  by School System. 
\ 

~- ~- _ _  ___ ___ _ _ ~  ___-_____ 
B. Monthly Reference Rate How often are records referred to which are: 

9ne to six months old __ ---: Seven to twelve months old ; Thirteen to twenty-four months old 

twenty.fiv_e months and.Mer__ ? 
K n u a l  Rate of Accumulation of Records 

Letter-sjze drawers ~ . ---; Legal-size drawers t ; Shelves --; Other (specify) 

~ 

R-50-71; Rev. 76  (Over) 

5. Records Series Title. (followed by rirle used in office; if different) 
4 ,  

Post secondary Vocational Education Ag reernent F i l e s  



: , -a -- ~~ ~~ 
~~~ 

4 __ 
a. I s  this the official copy of the series? . .  

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulafion. I 

-~ ~ 

_ _  ~~~ 

I 
~~ 

igl recotd? 
~~ 

~~~~ 
i s  series have histor igal-ong term research Val%?- ~- ~ ~~ ' 

i 
e. When one or two documents in the fi le make it necessary to keep the entire file for a long period, could these 

documents be sckd&gparatelv? - 
- f. IsJhe information contained in this series ever o u b l i s h e d 7 f y e ~ a ~ c l h ~ p y .  

9.' I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 
I f e s . c h  ~ P Y > -  -~ - - - _  

If yesahere?-. ~ . __ ~ ~~ 

~- r a  m n w t i o n  of it/ regularlv microfilmed? 
. .  

~~ ~ ~~~~ in a c o w  tecprintbutl-. ~~ 

11. Retention Requirements +t The following requires the series to be kept: 
~ ~~ - . .. -~ ~~ 

~ 
~ -~ 

a. State Law -. . ~~.-years. 4. Audit period - -years. 
b. Statute of limitation " ~~ ~-years. e. Administrative need --years. 
c. Federal law ~- years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

. .  

. .  
- 

12.. Aphoved :.,,. Disposition Instructions '.This agency recommendsthat the f i le series be cut off .at the end of each: ' ' 

' ' 0  Ca1endarYear;'U FisdalYear; Other See Below '  then,'^ 
1 .. . 

0 Hold in the current files area month(s) yeark); then 
0 Transfer to local holding area; hold -.-year(s); then 
0 Tknsfer to State Ricords Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
El Other (Specify) 

year(s); then 

, - 
Upon terminat ion of  agreement, remove from ac t ive  f i l e  and p lace  i n  inac t ive  f i l e ;  
cu to f f  inac t ive  f i l e  a t  end of each f i s c a l  year ;  then t r a n s f e r  t o  S t a t e  Archives. 

These instructions apply to a l l  prior and future accumulations of the series. 


